May 1, 1997

6.0 Workfolder Manager Icon

Step 1:
From the JCALS Session Manager
Single-Click on the

JCALS Workfolder Manager Icon.

+ JCALS Session Manager
EFile %iew Tools Help

Date / Time Type Message

<] | i

Faor Help, press F1 \COMMECTEL|

Continue to next Page b
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6.0 Workfolder Manager - Create New Workfolder

Step 1:
From the JCALS Workfolder Manager
Click on

File,

New,

Workfolder

B3 Your Workfolders - Workfolder Manager

Edit “iew Options Help

Ealder 0

E > ’
[pEen ¥ Wwhorkfolder EI’ —l .:—l
Eetieye 3 Cription | Farmat

/ e D bjest Braperties.,. 3G [#] Contract_C.. n/a
Yiew Compatietts,. B ECP_S55_.. n/a
[Trleck
Cloze
Step 2:

Enter a name for your
¥ “new” Workfolder,
in the Enter Description window.

Create New Workfoldar

IS imulated_ECP_Processing

0K o Cancel |

Step 3:
* Click OK when finished.
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6.0 Workfolder Manager - Add Document to Workfolder

Step 1:

From the JCALS Workfolder Manager, hi-light the Workfolder you plan to use
= displayed in the left window, then, Click on Options,
Collect Data,
Import Files . . .

Simulated_ECP_Processzing - Workfolder Manager
File  Edit

Search Beference Libran...

Export Eles...
[Eatalagim LiErarn..
Adminizter Signatures #

S E Beview dzsignment. ..
Set Preferences...

[Eapt A [Lafest
|
Import Files HE
Laak. jr: ﬁ Desktop j @I gl i
éﬁ:tggmpuler ffice Binder obd
(=2 Removable Disk (A:) ess.crd
@ wm . -
ELCT Step 2:
i 0 S e Browse and select
via the appropriate
File name: I Open I PC D rlve,
Files of ype: IA\I Files (%] ﬂ Cancel
L Directory,
Import Files = and
Loak jn: Iaﬂ j gl B the ECP file

@ ardZedl.exe
01 .bp
%"Eiﬁm If needed . ..
%Cmbm; lp SPECIfy

the format
File ame:  [SM_ECP.pel Open | ofdt?edDocument.
Files of type: [l Files ) =1 Cancel | (p » dOC, etc.)
Specify Description and Format

Fie Mame:  CAHASM_ECR. paf
Description |5M_EEF

Farmat: pf  (Partable Document Fomat [Adobe])
e Step 3:
Egﬂ; i Heb When finished, you will be returned to the
o (v Pecines . s Book) Workfolder Manager window.
Click . . . File,
Close

when you have completed importing files
to a workfolder.

pic [Paul Mace - Ficture and Grasp] )
pix_(Giraphic - Pise]
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6.0 Workfolder Manager - Add Engineering Drawing to Workfolder

Step 1:

Following the steps in Section 3.0 - Engineering Data Search of this User Guide

to get an Engineering Drawing.

Click Save Wkfdr Button

Select the desired Drawing you want to put into the Workfolder.

Engineering Drawing Retrieval

(o]

— Specify Search Criteria

Step 2:

Select the Workfolder previously

" created for routing of the Document/ECP,
and then

Click the Select Button

49 0003 B
0004

56042
£604243

Erter new workfaolder

Save Wkidr. | Wiew Only.. Card Infa.. |

Ship Clazs: DDG-51 ‘weapon: STANDARD MISSILE
Dirawing Title: |
Dirawing Id: |EE04249
Shest No: CAGE
Shieet Hew: ESWEBS Ship Hull Na: |ALL ()
Drawing Rew: MSM Doc Type: |ALL I
Apply | LClear Foim | Eanfia Mata | Hit List Fresults
Dirawing Idl Sheet Mo | Sheet Hevl Doc T_l,lpel Rev Date I Sizel Drawing Titlil Fage e |
EE04249 0004 F F | —— i
BE04249 0o E 1M
BE04249 0om H 1M
BE04249 o002 H 1M
BE04249 0001 B O
EED4243 ooz D

, to begin the process of adding the
Drawing to the Workfolder.

As retrieval process takes place,
r this window will appear .

Note:

When finished,

Close completely out of the
Engineering Drawing Library.

B3 Simulated ECP_Processing - Workfolder Manager
File Edit Wiew Options Help

IR EET EEEE

-39 Simulated_ECP_Processing

4]

E@ our Workfolders D ezcription | Format | Type | C..l Date Time | 1]
&[] Contract_CDRL_ERR_MSG [X) sM_ECF composite mo.. 1 03/20/97 165201 37-101-3434
=[] ECP_S55_6204 [X]6E04249-2- i1 of1-11767.c4  composite na.. 1 03/20¢97 17:51:42  37-101-3491

| B

For Help. press F1

COMMECTED |

Step 3:
. The Workfolder Manager displays the
Drawing which was just retrieved.
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6.0 Workfolder Manager - Exporting Documents
from Workfolder to Local PC

Step 1:
From the JCALS Workflow Manager,
Hi-light the file you want transfered to your Local PC,
" Click on
Options,
Export Files . . .

B3 Simulated_TE7P_Processing - Workfolder M anager
File Edit Wiew

Help

Collect Data 'FlDl&l Q{,llﬁl Xllg I(E|EI’| il ﬂ

| Type | E..l D ate/Time

Optiong

Export Filez. ..

=-[@ ourwork Catalog in Libram... phiat | Fomat

(8 Contra agmivister Signatures » [3M_ECP composite no.. 1 03420097
(a0 ECP_S BE04249-2-Diw-1-0-1-11757. c4 IRt e O R i i e
-4 Simula Beview Assignment...

Set Preferences. .

Copy Az Latest

i
CONMECTED 2

Copy 'workfolder Objects to PC

B3 Simulated ECP_Processing - Workfolder Manager

File Edit ‘iew Optionz Help

BlD|S] &[mle] /=K 2] o] W

| Format

[ Type [ C.] Date/Time

E@ *our workfolders Description
[1-[@ Contract_CDRL_ERR_MSG SM_ECP

& ECP_555_6204
-89 Simulated_ECP_Pracessing

composite  no...
BBD4249-2--DW-1-0F-1-11?B?.cd composite  no...

1 03/20097
1 0337

Step 2:
Select the

| Drive and Directory
where you want to
store the file.

Ezport File
Save in = Micron [C:) - P | =— j
FarH O idms ﬁijktggm - 0 visio COMNECTED 4
| Jbcroread | = ¥ -emp . t2 [ win32app
; =0 Remaovable Disk (A . )
srun ] n Files indows
|0 p— W Fil [0 Wwind
1 Cdram 5 D) e __ofidx.ffa
Ik Metwark Meighborhood __ofid=ff
2 idms 5 My Briefease 3 __ofidllff
N o
File name: IBBD4249-2--DW-1 -of-1-11767.c4 Save I
Save az hype: IAII Files [*%) j Cancel |

For alternate methods for initiating
the export of files from a Workfolder
to your Local PC .

Continue on next Page b
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6.0 Workfolder Manager - Alternate Methods of Exporting
from Workfolder to Local PC

Option 1:
From the JCALS Workflow Manager Toolbar,

Ll

Click on either the Import Icon = ; Export Icon

B3 Simulated_ECP_Processing - Workfolder Manager
File Edit “iew Option: Help

Blos| &2 XKl 2l o] W

E@ rour Workfolders D ezcription | Farrnat | Type | E..l [ ated T ime
-8 Contract_CDRL_ERR_M3G (¥ sM_ECP composite  no..| Copy Workfalder Objects to PC

=-[8 ECP_S55_B204
-89 Simulated_ECP_Pracessing

TSR compozite no.. 1 03720097

1| | |
Copy "Workfolder Objects to PC COWMECTED
E3 Simulated_ECP_Processing - Workfolder Manager M= E3
File Edit “iew DOptions Help "
BI0|&] % m|e] X[k Lo ] K Option 2:
E@ gur ‘whorkfolders [Diescription | Format | Type | C | D ate/Time H|'||ght the f||e
Contract_CODRAL_ERA_MSG 2 Sh_ECP it .. 1 03220097
@ ECP_555_6204 9.2--Dw-1-0f-1-11 TR :::2:2: :: 1 N3/20/97 to be tranSfered .
489 Simulated ECP_Processing Open 3
Betrieve [3 .
Uriock Position the cursor on the
: dl Cut L hi-lighted file,
Copy ‘wiorkfaolder Objects to PC Copy TED 2 lp
Easte
b Click the right mouse button.
“iew Object Properties. ..
View Companens... From the pull down menu
Refresh
—— // select export
0| = Latest
Mo to start the transfer process
Irnport Files... K
Catalog in Library. ..
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6.0 Workfolder Manager - Document/ECP Review

B3 Sample_ECP_Routing - Workfolder Manager

Ele Edt View Options Help The Workfolder Manager

M == e | i A L screen displays your
= Your Workfalders Description | Format | Type [ & DatesTinl _L Workfolder (in the left window )
@ Contract_CORL_ERR_MSG test-ecp composite : 72149 and
(8 ECP_555_E204 (X TESTECP Towposte .. 1 03218]_L pocuments (in the right window )
@ ECF_saai ZDw-1-0f1-2091.c4  composite  no
R} Sample ECP_Roting
-8 Simulated ECP_Processing Step 1:
dl | M| | Hi-light the Workfolder
FEII'HE||:I, press F1 COMMECTED you Want to open L.
B3 test-ecp - Workfolder Manager =] &3
Edt “iew Option: Help
Mew Plel vilmal 5 | ]
Retrieve To View D escription | Farmat | Tope | .| Date/Time | I
Yiew Object Properties... To Bedline ﬂtESt'ECP .dac 1 03/21/97 18:25:50 000
Yiew Components. ..
Urlock,
1]
Cloze -of-1-2091.c4
=
|7 @ Sirulated ECP_Processing 4| | _PI
Cpkn Object To Edit COMMWECTED 2
Step 2:
Hi-light the document of file ( ECP, Drawing, etc. )
you want to review.
In the Workfolder Manager’s menu bar . . .
Click File,
Open,
To View,

to bring up the document to review.

Note:
The Document will open, for instances, if it is a MS Word document,
MS Word will open, if you have that software on your PC.

Continue on next Page b
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6.0 Workfolder Manager - Document/ECP Review

Step 3:
Since ECPs are being developed using MS WORD, the following is a brief
L description on using the “Revision” capability available in MS WORD.

Single-Click Tools ...
Single-Click Revisions ... (from the drop-down menu)

(in the Microsoft Word menu bar )

4 Micresoff Word - TEST-EC™™1.doc

@Eile Edit “iew |nsert  Forma

INDrmal

N

N O T

D8] 2y &=l

Table
Spelling...
Grammar...
Thezaurus. ..
Huphenation...
Language...
Wwiord Count. .
Look Up Reference. ..

Windom
F7

Shift+F7

Help

AutoCornect. .

Public reporting burden for thiz collection of info

b ail M erge. ..
Envelopes and Labels...

rezponse, including the tim

data zources, gathering and maintaining the data
any ather aspect of this collection of infar mati
Operation and Report, 1215 Jefferson Daviz H
Management and Budget, Washington, DC 2060

Protect Document...

ollection of information. Sen
urdzn, to Washington Head
F4302 and to the Office of

THESE ADDRESSES

HTRACT/PROCURIH(

DJFLE JOFLEJOFEJ LDEFLE:

Step 4:
In the Revions window,
Select Mark Revisions While Editing,

|_ ||[PLEASE DO HOT RETURH YO UR Ct
THE GOVERHMENT ISSUING CONT  pgamn
|- ||| ITEM 2 OF THIS FORM. o
||| % oFGATOR Customize...
|| [ 5. TTPED MATIE fFirrs, Aiaie feitrad Lasi Dptions. .
o [T e e [PENIIRER e —
Revizions HE
~Document Revision 0K
¥ iark Fevisions While Editng:
/ V¥ Show Revizions on Sereen / Lancel
¥ Shaw Revisions in Printed Document
Beview... | docept A | Reject Al |
Compare Versions... | Mere Revisions. .. | Options...

Click OK.

To insert changes or comments
on the actual ECP . . .

Hi-light the words to be edited,
then type in the correct wording.

If there is not enough room in the block,

make your comments at the end of the
document, with appropriate references
to the block being revised.

When finished reviewing the ECP,

Click File, (in the Microsoft Word menu bar )
Save,

then File,
Exit.
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